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e The slides below highlight the changes and new
features of the Oracle 11G version of MARS Data
Entry Application.

e |[ntended Audience: This document is for MARS
Data Entry Users that have experience using the
prior Release of MARS Data Entry Application.

e |tincludes general instructions for MARS users,
instructions for MARS Forms and Travel
Numbering System module users. Pages 4
through 9 include the overall MARS Data Entry
changes, page 8 includes instructions for MARS
Form users, and pages 10-21 cover Travel
Numbering System module changes.
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New Version Highlights

 JInitiator will no longer be needed with Oracle
Forms 11g. The Java plug-in (JRE) will be required
on the client machine to run the MARS Forms 11g
Application. Oracle has certified Sun's JRE version
1.6.0_12 and higher for using Oracle 11g Forms.

* Redesigned Web Layout — Implementation of
NOAA-wide look and increased usability for the
current web pages.

* Enhancements to Travel Document module

 Self-Service Password Reset Functionality. Users can
reset their own passwords on-line at anytime.
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Data Entry Log-in Page
@ No AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM }

MARS Home  Support  Login

Data Entry System

You are accessing a United States government computer system. The use of this system will
be monitored for security, system administration, and law enforcement purposes. Accessing
this system constitutes consent to monitoring. Any unauthorized access of this system or
unauthorized use of the information on this system by unauthorized users or others is
prohibited and is subject to criminal and civil penalties under federal and other laws.

Username

Password

Loain

Forget your password?

Users requesting access for the first tfle to MARS need to contact NOAA MARS CoordinadQ

Privacy Policy | FOIA | Information Quality | Disclaimer

NEW: If the user forgot Data Entry Data Entry Log-in:
password, click on the ‘Forgot your Enter your Data Entry
password?’ Link to request a User Name and
temporary password Password.
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Reset Password

> NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
‘,Mr"-/ MATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Data Entry System

MARS Home Login

r— Reset Data Entry Password

Please enter your NOAA email ID, password, then click the Continue button.

@noaa.gov

Password

Continue

Privacy Policy | FOIA | Information Quality | Disclaimer

1. Click on the ‘Forgot Your Password?’ link on the If there is a problem with
Main Data Entry Page. Reset Password, you have
the option to contact Help

2. On the Reset Password Page, enter your NOAA e- Desk for assistance.

mail account information and click on the

Continue button.

3. If the submitted information is successfully
validated against NOAA’s LDAP and MARS info,
the system will e-mail temporary password

4. The user will need to log-in to the system and
change a temporary password (the system will
prompt a Password Change when using a
temporary password) in 24 hours after resetting
it.

5. If more than 24 hours passed since password
reset, the user will have to re-set it again to access
the system.
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Getting Started - Data Entry Home Page

e
/) NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
‘_\M"‘/ HATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Marina Rubina - Last Login: 06/21/2010 09:50AM MARS Home  Suppot  CCR Console My Profile

| Home H Application H Travel Documents H i‘.epuns H Business Rules H Use[sGuwde H Data Status

Logout

Current Location: Home
MARS Data Entry Home

Announcements
MARS Deve\opmrt Server

The Managemert Analysis and Reporting System (MARS) is an automated system for collectingstoring, and retrieving information
concemning the fnancial activities of the Financial Marfagement Centers (FMC's) of the National Qceanic and Atmospheric Administration
(NOAA). NOAA fnancial information is entered into thg MARS system through various sources where it is processed and stored.

MARS will allow fll NOAA Line and Staff offices, FMCs)and program personnel the ability to track \ransaction-based documents for
requisitions / cgmmitments, forecast labor and conduc] personnel tracking, build spend plans, and\analyze financial management
information. Thfs information can then be retrieved in the form of reports for analysis.

Data Entry User’s Guide

Data Entry Announcement
Message Main Menu Options
(same options) — Tab

Access

After logging-in to the
MARS Data Entry, choose
one of the Tabs to go to
the needed function:

e Application Tab—to go
to the MARS Forms;

e Reports Tab —to Run
Data Entry Reports;

e Travel Documents Tab
—to access Travel
Numbering System;

e Data Status Tab-to
check Data Entry data
status.
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Application / Forms Page

1 e .
: NOAA MANAGEMENT ANALYSIS AND REPORTING SYSTEM

Bella Bechutsky - Last Login: 06/21/2010 03:36AM MARS Home  Support CCR Console My Profile  Logout

Home |l Application [ Travel Documants [ Reports [ Business Rules “ Users Guide Data Status ]

Current Location; Application

Applicati
| ppucation Application Tab c

Your JRE version 15, 1.6.0_18
Please click the bution below 1mmuwm.'m\

Open Data Entry Form

Desktop JRE Version

Prvacy Policy | FOIA | Information Quality | Disclaimer

NEW:
JInitiator is no longer required to run MARS Forms.
Minimum required desktop JRE version is now 1.6.0_12.

Application Tab Page will display detected desktop JRE version. If your desktop doesn’t have a
needed JRE version, it should be downloaded and installed from the MARS web page in the
"Downloads" menu button. If you do not have the permissions to install it, please contact
your local Help Desk for support.

If you have a required JRE version, click on the ‘Open Data Entry Form’ button to open MARS
Forms.
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Application/Forms (continued)

Java Security Warning ] When opening MARS Forms, if your
The application requires an earlier version of Java, Do 1 desktop JRE version is higher than default
ol whant te continuee? * .
version (1.6.0_12), or you have more than
Maene:  orsce.Forres. sngre. Man _—""| one version installed (1.5.0_X), the system
o I AT { will display Java Security Warning. Click
. on the Run button to open MARS Forms.
;. | | Thos regived warsion of Fava, L5005, i reol tha Relnsh arvdl ray red condin tha Lelest seourity
Lo upedates,

TR

MARS [iindoue

Funds Contral Pracess  » Byl em (MARS)
Budget 4 Organization Code
Commitments Yoeefoe B B0 T
hatch L4
lgnore CBS Records
Bersonnel ' —
Labor Projections /
Fareign Travel 4 MA Rs
Status / User Profile Management Analysis
& Reporting System
Admin 4

Exit

The application's digital signature cannot be verified. 0 When first opening one of the forms with

Do you want to run the application? Time-out functionality (Budget,

Projections, etc), the system can display
A an Application Signature Warning. Please

Publisher: Product Management .
|_—| check ‘Always trust content from this
Fromm: hitpeimarsirsdey.nde. n0a5 Qv . ) .
publisher’ box and click on the Run button
L &M-a'rs trust conbent froen this publisher

to open a selected form.
Fan

[T]7] e el sgnature cannot be verified by & trusted source

Wi Oy i you st the origin of the soglcation More nformation_.




July, 2010

Report Menu Tab

MANAGEMENT ANALYSIS AND REPORTING SYSTEM

NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
Marina Rubina - Last Login: 06/21/2010 10:22AM MARS Home  Support  CCR Console My Profile  Logout
N
[ Home 1 [ Application 1 [ Travel Documents ] [ Reporis 1 [ Busihess Rules ] [ User's Guide ] [ Data Status 1
Current Location: Reports
Reports

Reports Tab

1. Siatus of Funds Reports
2. Funds Control and Budget R
3. Match/Reconciliation/Misc. Reports
4. History Reports

5. Labor and FTE Reporis
6

7

8

9

Travel Reports
Personnel & Labor

Foreign Travel
Funds Control

Report Sub-Menu

—
<& NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM

Marina Rubina - Last Login: 06/21/2010 10:22AM MARS Home  Support  CCR Console My Profile  Logout

[ Home ][ Application W[ Travel Documents ][ Reports W[ Business Rules 1[ Users Guide ][ Data Status W

Current Location: Reports = Status of Funds
Status of Funds

1. Status of Funds
1. Financial Status Summary - By Object Class (25)

Financial Status Summary - By FMC/Org/Project/Object Class (25d)
Quarterly Financial Status Summary - By Object Class (25a)
Monthly Financial Status Summary - By Object Class (25b)
Monthly Financial Status Summary - Labor Report by Labor Type Category (251)
Financial Status Summary - by PPBES Program/Object Class (25p)
Monthly Financial Status Summary (with Commitment Data) - By Object Class (25m)
Financial Status Summary - by Org/ProjectiTask (22)

9. Financial Status Summary - by Fund/Program/FMC/FCFY (34)
10. Financial Status Summary - by FMC/Program/Project (24)

@ N o AW N

11. Quarterly Financial Status Summary - by FMC/Program/Project (24a)

12. Financial Status Detail - by Object/Org/Project/Task/Affected Reference Number (9)

13. Financial Status Detail - by Org/Project/Task/Object for each FMC/Org Code (9d)

14. Monthly Obligation Detail - by Object/Org/Project/Task/Affected Reference Number (9b)
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Travel Numbering System

For the Line Offices Currently Using MARS Travel Numbering System

Py
) NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
‘,Mr"-/ MATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Marina Rubina - Last Login: 06/21/2010 10:22AM MARS Home  Support  CCR Console My Profile  Logout

~N

[ Home ][’ Application ]ﬁ Travel Documents ][ Reports ][ Business Rules ][ Users Guide ][ Data Status ]

Current Location: Travel Docurlsents J \
Travel Documents Tab

Travel Documents

Domestic Travel - Create Domestic Travel Document numbers to be used in the CBS Travel Manager System.

1.
2. Foreign Travel - Create Foreign Travel Document numbers to be used in the CBS Travel Manager System.

r

Privacy Policy | FOIA | Information Quality | Disclaimer

Domestic and Foreign Travel Pages
with enhancements for usability and

security
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Travel Numbering System - Domestic
Travel

e Enhanced Navigation and Page Layout

e No Functionality Changes

.
A "; NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
\“'-‘ / MATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Marina Rubina - Last Login: 06/21/2010 10:22AM MARS Home  Support  CCR Console My Profile  Logout

| Home || Application | [ TravelDocuments || Repots || BusinessRules || UsersGuide || DataStaus |

Current Location: Travel Documents = New Domestic Travel Order

New Domestic Travel Order New Travel Order Tab

I1yTra el Order Search Travel Onjer

Select Organizational Code you Ne access to and pressl 'Go to Travel Form'button to create Domestic Travel Order.

Select Organizational Code

Select One v

Go To Travel Form

If you have arf questions/problems, please contact MARS Supp by Email 2 1ARS Support@noaa gov

Privacy Policy | FOIA | Information Quality | Disclaimer

Domestic Travel Menu Tabs:

First, select Org Code from the list of e ‘My Travel Order Tab to

organizations you have access to and View/Update User Travel Orders

then click on the ‘Go to the Travel

Form’ button to create new Travel e ‘Search Travel Order’ Tab to

Order. view/update (FMC Admins) all
Travel Orders for the user Org

Code
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Domestic Travel (continued)

Create New Travel Order Tab

| Home || Application || TravelDocuments || Reporis || BusinessRules || UsersGuide || DataStatus

Current Location: Travel Documents = New Domestic Travel Order

New Domestic Travel Order

New Travel Order My Travel Qrder Search Travel Order Ca|endarS are aVallabIe to

In order to obtain a Domestic Travel Order number, please provide the following information and press the 'Submit Travel' button when enter DeStI nat|0n/RetU rn
finished. A Domestic Travel Order # will be provided to you. You should then use this number as the Affected Reference Number within the
MARS Commitment process

_ Dates

Please note that although a Travel Order number has been assigned the travel is not approved until it has been signed by your Approvin,
Official.

To select another Organizational Code for Domestic Travel Order Click here.

r— Domestic Travel Order Request Form

Office Code * | Select One v

Travelers First Name *

New Field: Return Date

Travelers Last Name *

Org Code* _—1 Fill-out the information and click on the

Destination *

Submit button to create a new Travel
Order

Departure Date *

Return Date *

| Home || Application H Travel Documents H Reports H Business Rules H User's Guide || Data Status

Current Location: Travel Documents = New Domestic Travel Order

New Domestic Travel Order

Mew Travel Order || My Travel Order | Search Travel Order
In order to obtain a Domestic Travel Order number. please provide the following information and press the 'Submit Travel' button when e
finished. A Domestic Travel Order # will be provided to you. You should then use this number as the Affected Reference Number within the After SU bm Ittl ng the Form;
MARS Commitment process. . . . . . . .
Please note that afthough a Travel Order number has been assigned the travel is not approved until it nas been signed by your Approving mlSSIng/anaIld flelds WI” be d ISplayed
Official. — . d d ” h b d
To select another Organizational Code for Domestic Travel Order Click here. Inredana wi ave to e correCte tO
— Domestic Travel Order Request Form create a Travel Order.

Office Code " Cannot be null

Travelers First Name * [geon
Travelers Last Name * [Toqq
Org Code ™ 30110008
Destination *

Baltimore

Departure Date * [ gg5i94/2010 5‘

Return Date l:|ﬂ Cannot be null or format is incorrect
Submit Tl | Rooct |
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Domestic Travel (continued)

Create New Travel Order Tab - Confirmation

f’@\é NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM 3

Marina Rubina - Last Login: 06/21/2010 01:02PM MARS Home  Support CCR Console My Profile  Logout
( Home } ( Application } ( Travel Documents ] Reports ] ( Business Rules ] [ User's Guide } ( Data Status ] To create another Travel
Current Location: Travel Docurm W ivel Order = Confirmation O
rder:
Confirmation

- Click on the ‘Create
— Another Domestic

New Travel Order Ay Travel Order Search Trave

Travel order number OFKAS8008 has been assigned to this Domestic Travel request.

This is a reminder that the Travel Order has not yet been approved. If you have any questions. please contact MARS SUPPORT. Thank 71
You. Travel Order’ link
Domestic Travel Order Confi
Travelers Name Scott Test Or
Office  OCIO
Org Code 30110006
Destination Baltimare
H ‘
Departure Date 06/21/2010 - C“Ck on the New
Return Date  06/22/2010 ,
Travel Order Tab’.

<
Create Another Domestic Travel Order

My Travel Orders Tab

< MANAGEMENT ANALYSIS AND REPORTING SYSTEM
1‘Vj MNATION CEANIC AND ATI SPHERIC ADMINISTRATION
pe

Marina Rubina - Last Login: 06/21/2010 01:02PM MARS Home  Support  CCR Console My Profle  Logout

[ vome | [ applicaton | [ TravelDocuments | [ Reports | [ BusinessRules | [ UsersGuide | [ Datastaus |

Current Location: Travel Dacuments > New Domestic Travel Order > My Travel Order
My TravepOrder(sy
New Travel Qrder My Travel Order Search Travel Order
Travel# EX) Office ORG FMC  Name Destination Departure
ONE180101 2010 NESDIS 4001 4001 TEST, TEST SOMEWHERE- 10/30/2009  Update
ELSE Cancel
ONE130100 2010 NESDIS 4001 4001 TEST, TESTH SOMEWHERE 10/26/2009  Update
NICE Cancel
OFM7S0004 2010 NEC 123 3021 123,123 999 06/02/2010  Update
Cancel
OFKFS0001 2010 SF 30120000 3012  Testi1g, Test Baltimore 06/17/2010  Update
Cancel
OFKAS8010 2010 OCIO 30110006 3011 Test, Scott Baltimore 06/24/2010  Update
Cancel
OFKAS8009 2010 OCIO 30110006 3011  Test Scoit Baltimore 06/21/2010  Update
Cancel
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Travel Numbering System - Foreign Travel
(excluding NWS)

e Enhanced Navigation and Page Layout

e No Functionality Changes

=
f{@'\é NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
-

Marina Rubina - Last Login: 06/21/2010 01:02PM MARS Home  Support  CCR Console  Mi5erartment of comme

| Home || Application || Travel Documents H Reports H Business Rules || User's Guide H Data Status |

Current Location: Travel Documents = Line Office

Line Office
Travel Report

Plese C”C%E link below to continue:

Line Office Foreign Travel Admin
08-N@AA MARINE AND AVIATION OPERATIONS Travel Form

20-NATIONAL WEATHER SERVICE - OFFICE OF AA Travel Form Travel Approval

3P-NATIONAL MARINE FISHERIES SERVICE Travel Ffrm
Travel Report button to view Click on the ‘Travel Form’ link
Travel Order List for your Line Office to create a

new Travel Order
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Foreign Travel (excluding NWS), continued

Create New Travel Order Tab

HOTTE FOp T TTEVET TOCTTITETT REQUT BUSTTESS ROTE USETS GUTIeE O STE
[ I [T [1 [T [T [T

Current Location: Travel Documents = Line Office > New Travel Order

NMFE Foreign Travel Order Number Request Form

New Travel Order Search Travel Documents Travel Report

In order to obtain a Foreign Travel Order number, please provide the following information and press the Submit Travel button when
finished. A Foreign Travel Order Number will be provided to you. You should then type this number in Block #2 of the CD-29.

Please note that although a Foreign Travel Order Number has been assigned. the travel is not approved until it has been signed by the
Deputy Assistant Administrator (DAA) for NMFS and processed by the NMFS Foreign Travel Office.

r— Foreign Travel Order Req Form

Travelers First Name *

Travelers Last Name *

Country (Destination) *

Select One V|
Departure Date * l:lgl

Return Date * I:lﬂ\ Calendars are available to
Estimated Cost™ [ ] enter Destination/Return

Purpose * [ Sglact One v Dates

Travel Contact Person (Your Name) *

Foreign Travel Menu Tabs:

Fill-out the information and click on the e ‘Search Travel Documents’ Tab to View Travel

Submit button to create a new Travel
Order

Order Listing based on the Search criteria

e ‘Travel Report’ Tab to run Foreign Travel

Report 79f
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Foreign Travel (excluding NWS), continued

Create New Travel Order Tab- Confirmation

| Home || Application || TravelDocuments || Repots || BusinessRules || UsersGuide || DatasStatus

Current Location: Travel Documents > Line Office = New Travel Order

NMFS Foreign Travel Order Number Request Form

New Travel Order Search Travel Documents Travel Report

In order to obtain a Foreign Travel Order number, please provide the following information and press the Submit Travel button when
finished. A Foreign Travel Order Number will be provided to you. You should then type this number in Block #2 of the CD-29.

Please note that although a Foreign Travel Order Number has been assigned, the travel is not approved until it has been signed by the
Deputy Assistant Administrator (DAA) for NMFS and processed by the NMFS Foreign Travel Office.

— Foreign Travel Order Request Form

Travelers First Name *

Test |

Travelers Last Name * ‘smu ‘

Office Code ™ | NMFS - CIO 3
Country (Destination)* | BERMUDA. v
Departure Date * [ g5/22/2010 B
Return Date * 06/21/2010 | B Retum date cannot be earlier than the departure date
Estimated Cost* | 4qqg

Purpose * | CONFERENCE ¥

Travel Contact Person (Your Name) * Toct |

Marina Rubina - Last Login: 06/22/2010 10:29AM MARS Home  Support  CCR Console My Profile

[ Home ][ Application ][ Travel Dacuments W( Repons ][ Business Rules ][ Users Guide W( Data Status W

After Submitting the Form,
missing/invalid fields will be
displayed in red and will have to be
corrected to create a Travel Order.

Logout

Current Location: Travel Docurnents = Line Office = New Travel Order > Confirmalion

NMFS Foreign Travel Order Number Request Form

Mew Travel Order Search Travel Documents Travel Report

Travel order number OFFFF0001 has been as: JTravel request.
Please forward the Travel Order to the NMFS Travel Office for processing once it has been appr

This is a reminder that the Travel Order has not yet been approved. If you have any guestions, please contact Ann Kebeck at (301) 713-
0155 Thank You.

Foreign Travel Request Confi

Travelers Name Test Scott
Office CIO
Country BERMUDA
Departure Date 06/22/2010
Return Date 06/28/2010
Purpose CONFERENCE
Travel Contact Person Test

Create Another Travel Order

7 Another Travel

To create another Travel
Order:

- Click on the ‘Create

Order’ link

Or

- Click on the ‘New
Travel Order’ Tab.




July, 2010

Travel Numbering System - Foreign Travel
- NWS Module

e Enhanced Navigation and Page Layout

e No Functionality Changes

Line Office Selection

=
f{@'\é NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
-

Marina Rubina - Last Login: 06/21/2010 01:02PM MARS Home  Support  CCR Console  Mi5erartment of comme

| Home || Application | Travel Documents H Reports H Business Rules || User's Guide H Data Status |
Current Location: Travel D-:culmems = Line Office /

Line Office

Travel Report

Plese clic»ﬁwe link below to continue:
Line Office Foreign Travel Admin

08-NPAA MARINE AND AVIATION OPERATIONS Travel Form

20-NATIONAL WEATHER SERVICE - OFFICE OF AA Travel Form Travel Approval

3P-NATIOMAL MARINE FISHERIES SERVICE Travel Fprm

Travel Report button to view Click on the ‘Travel Form’ link NWS Foreign Travel
Travel Order Report 79f for your Line Office to create a Administrators:
new Travel Order

Click on the ‘Travel Approval’

link for your Line Office to open
Approval Module
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Foreign Travel - NWS, continued

Create New Travel Order Tab

Current Location: Travel Documents > Line Office > New Travel Order

NWS Foreign Travel Order Number Request Form

New Travel Order Blanket Travel Request My Travel Order Travel Report

In order to obtain a Foreign Travel Order number, please provide the following information and press th it Travel button when

finished. A Foreign Travel Order Number will be provided to you.

Please note that although a Travel Order number has been assigned, the travel is not approved.

— Foreign Travel Order Request Form

Travelers First Name *
Travelers Last Name * Calendars are available
FHC Code to enter
Departure Date * ]

Return Date * B \ Destination/Return

Type of Trip Dates
Travel Contact Person

(Your Name) *

Travel Category * | Select One 5

Purpose *

Destination (Country) Estimated Cost* Project Code Gift Estimate *

|Se\ect One v

* -Numbers only... Do not enter commas or §
To enter Additional Destination Lines, Submit Travel first and then add more lines

Foreign Travel Menu Tabs:

e ‘Blanket Travel Request’ to
create Blanket Travel
Ranges/Orders

e ‘My Travel Order’ Tab to
View/Edit previously entered
Travel Orders based on the
Search criteria

e ‘Travel Report’ Tab to run
Foreign Travel Report 79f

“ields marked with red 2Rferisks (*) are required.

Fill-out the information and click on the
Submit button to create a new Travel
Order
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Foreign Travel - NWS, continued

Create New Travel Order Tab- Confirmation

finished. A Foreign Travel Order Number will be provided to you.

Please note that although a Travel Order number has been assigned. the travel is not approved.

In order to obtain a Foreign Travel Order number, please provide the following information and press the Submit Travel button when

— Foreign Travel Order Request Form

Travelers First Name * [1oq¢
Travelers Last Name * |gogt

FMC Code * [20.01 v

Departure Date* [pg252010 | )

Type of Trip* | CONFERENCE ATTENDANCE +

Travel Contact Person  [{oqt
(Your Name) *

Travel Category * | Not Assigned v

Purpose * [Tagt

Return Date™ [ 1 B8] Capnnot be nul or date format is incorrect

Destination {Country) Estimated Cost *

Australia, Victoria, Melbourne | 6000

R~
Marina Rubina - Last Login: 06/22/2010 12:10PM

Project Code

0000000

Please enter a valid CBS
Project Code

NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

MARS Home  Support

Gift Estimate *

0

\

CCR Console

[ Home ][ Application ][ Travel Documents ][ Reports ][ Business Rules 1[ Users Guide 1[ Data Status }

My Profile

Logout

You.

Current Location: Travel Documents = Line Office = New Travel Order = Confirmation

NWS Foreign Travel Order Number Request Form

New Travel Order || Blanket Travel Request | My Travel Order || Travel Report

Travel order number OWWWF0002 has been assigned to this Foreign Travel request.

This is a reminder that the Travel Order has not yet been approved. If you have any questions, please contact MARS SUPPORT nk

Foreign Travel Request C
Travelers Name Test Scott
FMC 20-01
Departure Date  06/28/2010
Return Date  07/06/2010
Purpose

Travel Contact Person test

Create Another Travel Order

Update This Trip - Add New Destination Lines for OWWWF0002 [

After Submitting the Form,
missing/invalid fields will be
displayed in red and will have to be
corrected to create a Travel Order.

To create another Travel Order:

- Click on the ‘Create Another
Travel Order’ link or go to the
‘New Travel Order’ Tab.

To update this Travel Order/ Add Lines:

- Click on the ‘Update This Trip’
link.
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Foreign Travel - NWS, continued

My Travel Order Tab

.
5|®' NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM

Marina Rubina - Last Login: 06/22/2010 12:10PM MARS Home  Support CCR Console My Profile  Logout

[ Home W[ Application W[ Travel Documents W[ Reports ][ Business Rules ]( User's Guide W( Data Status ]

Current Location: Travel Documents > Line Office > Mew Travel Order > Search > Search Resulls

Search Results
Mew Travel Order Blanket Travel Request My Travel Order Travel Report
Travel# FMC  Destination Traveler Contact Status
OWWWK0048  20-01  AUSTRALIA, VICTORIA, MELBOURNE TRAVELER201, TRAVE 01 MRUBINA  Approved
OWWWK0002 20-01 BARBADOS, BARBADOS TRAVELER201, TRAVELER201 MRUBINA  Submit
OWWWK0001 20-01 BARBADOS, BARBADOS TRAVELER201, TRAVELER201 MRUI Submit
OWWWF0002  20-01 Australia, Victoria, Melbourne Scott, Test mrupina
IJWWWFIJI]E‘I 20-01  AUSTRALIA, NEW SOUTH WALES, SYDNEY TEST, TEST MRUBINA  Submit N

If you have any queBseqs/problems, please contact MARS Support by Email at MARS . Support@noaa.gov

Click on the Travel Order Number to Edit Current Location: Link Path

Travel Request
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Foreign Travel - NWS, continued

Approval Module

o
i @'\; NO AA MANAGENENT ANALYSIS AND REPORTING SYSTEM
- S S

A

Marina Rubina - Last Login: 06/22/2010 12:10PM MARS Home  Support  CCR Console My Profle  Logout
| Home || Applicaton || TravelDocuments || Reporis || BusinessRules || UsersGuide || Datastaws |
Current Location: Travel Documents = Line Office = Admin Search
Search Foreign Travel Documents
New Travel Order Blanket Travel Request My Travel Order Travel Report Add Destination Add Type
Plesae enter selection criteria or leave blank to return all records.
— Foreign Travel Order Listing By FMC
Fiscal Year L
~

FIIC Code *
Status Submit
O Approved
[ Unapproved
[ Canceled

Entered By |Select One v

—_

Enter selection criteria and press the
‘Search’ button to Approve/Cancel
/Update selected Travel Orders.

P
”@\é NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM

Marina Rubina - Last Login: 06/22/2010 12:10PM MARS Home  Support  CCR Console My Profle  Log
\ Home \ \ Application \ \ Travel Documents \ \ Reports | | Business Rules \ | Users Guide \ \ Data s@/'/wy

Current Location: Travel Documents > Line Office > Admin Search > Search Results

Search Results

New Travel Order | Blanket Travel Request || Wy Tz € | Travel Report

Approval/Admin Menu Tabs:

e ‘New Travel Order’ to create a new
Travel request

e  ‘Blanket Travel Request’ to create
Blanket Travel Ranges/Orders

e ‘My Travel Order’ Tab to View/Edit
previously entered Travel Orders
based on the Search criteria

e  ‘Travel Report’ Tab to run Foreign
Travel Report 79f

e ‘Add Destination’ and ‘Add Type’ to
create new pull-down menu options
for Destination and Type of Travel

Click on the Travel Order Number to
Edit Travel Request.

Click on the
Approve/Unapprove/Cancel links to
change Request Status.

To re-enter search criteria, click on
the ‘Admin Search’ link.

Travel# FM tination Traveler Cost Entry Contact s
Estimate Date
~
OWWWK0048  20- AUSTRALIA, TRAVELER201, 08/10/2009 12000 MRUBINA  Submit  Approve \\
01 VICTORIA, TRAVELER201 Unpprove
MELBOURNE Cancel
OWWWK0002 20- BARBADOS, TRAVELER201, 08/10/2009 2300 MRUBINA  Submit  Approve
01 BARBADOS TRAVELER201 Unpprove
Cancel
OWWWK0001  20- BARBADOS. TRAVELER201, 08/10/2009 2300 MRUBINA  Submit  Approve
01 BARBADOS TRAVELER201 Unpprove
Cancel
OWWWF0002 20- Australia, Victoria, Scott, Test 06/22/2010 6000 mrubina Submit  Approve
01 Melbourne Unpprove
Cancel
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Ooverview

Access & MNavigation
Quick Reference Guide
Funds Control
Commitments

Budget

Match & Reconciliation
Personnel Tracking
Labor Projections
Foreign Travel

. Domestic Travel

. System Administration
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- Updated User’s Guide

- Documentation on the MARS Home Page: ‘What is New in the 11G DE Version’ Document,
Desktop Requirements Document, etc.

- MARS Help Desk/Support




